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Required experience wust bave cowprised progressively responnible work

whieh provided, for (8.5 and 08-7 levels, analytical sbility; sbility

: émagﬁ 1deas orally and in writing; snd ability to desl effectively
yeople.

Yor levels 08-9 through 05-12, experience must slso have provided pro-
gressively greater knovledge of the methods, principles and practices
sssocinted with the plemming, development, Imstsllation, snd sdminis-
wration of a cowpreshensive records management program ae Tound in
large govermment sgencles, or private indusiriel or busimess comeeras;
progressively ilmereasing sbility to recognize and define records sanage-
ment prodlems; adility to use effectively the tools, wethols, technigues,
yprocedures, snd practices ewployed in reports, foras, amd eorrespondence
m&s&, weil comtrol, referemce gevrvice, records saintemsmce, Tilec
rds, disposition of records, and vital ssterisals opersiloss.

The (8-12 level alse requires the sbility to plan snd organire surveys,
the ability to sassuwe #pnd delegete responsibility and ability to develop
regulations, notices, staf? studies, bamdbocks, and other forms of
written mterial designed to isplement records mesagement procelures

and practices.

Yor levels G2-13 through (S-15, experience wust also have provided sbility
%0 interpret declisloms, regulations, policies, and imstructioms in terms
of their significance ond impsct upon the imterasal administrstion of
isrge organization; sbility to effect sdequate solutioms te cowplex
resords muoagement problems; sability to design, install or revise records
nt methods, procedures and practices; sbility to establish amd
msiutein favorsble working relationships with top executive personzel.

Pyperience: DBusiness adainistration, supply administration,
ETSORTO | Einistration, secounting, suditing, Plscel administratiom,
other experience providing s knowledge of general busimess or aldulnis-
trative methods, procedures, and preactices; reports samagement, forss
wapagewent, correspondience mansgewent, wail control, reference service,
racords maintenance, files stasdards, disposition of records, and vital
mate Programs; the preparsation of records managewent handbooks or
textbooks; Or sdwinistrative sotivities such as orgamizetion and methods
exsxining, program emalysis, library science anld archival sclence,
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Specialized Agency experience as an
' Iacunbent of & position directly asso-
Grade Required ciated vith substantive records manege-

Level Experience ment work. , )
G8-05 3 yrs. 6 months at the 08-O4# grade level
aB-07 b yrs. 6 wmonths at the GB-O5% or (5-06% grade
level or any combimation thereof.
G809 5 yrs. 12 months at the 08.7* or (8-8# grade
level or any combination thereof.
G8-11 6 yrs, © 12 wonths at the 085-0% or G8-10% grade
level or mmy combination thereof.
@8-12 yrs, 12 wonths at the G8<11l%* grede level.
GB-13 yre. 15 months at the 08-12% grade level.
a8.1 10 yrs. . 18 wonthas at the (8-13%* grade level.
aB-15 12 yrs. 2k wonths at the 08-1L% grade level,

#In addition to experlemce on which qualification te this grade
was based,

1. BuscessPul cowpletion of undergraduate study im such Plelds anms
Public administration, business administretion, indusirial
engineering, industrial menagemwent, politlcal science, personnel
séministration, srchival seience, organization and methods
exawining end vecords management, way dbe substituted on the basis of
one scadenmic year of study for nine months of required experienmce.

@, Buccessful completion of all requirewents for & Mester's Degree in
the flelde shown above mey be substituted for four years of re-
quired experlence.

3. Buccessful cowpletion of sll required study for the Doectorate in
ene of the fields shown above, may be substituted for five years
required experience.

Bwotional stability, eocoperativeness, conscientiousness and deeisivencss

in sction; ability to exercise initiative end to maintain fevorable
working relationships with others.

_ Duties involve mno umusuml physical demands. Incumbents must pass the
standard "depertevental” physical examination conducted by the Agency
Medical Office, and the standerd "overseas” physical exsmination, 1f
veing considered for overseas assigmment.




